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Visd oo L
’ 3 : personal trensactions of employees
) made it imperative that GEHA, Inc.

INSURANCE PROGRAM - GENERAL .~ - not only provide the very best coverage

EMPLOYEE BENEFITS

possible for the least smount of money

Government employees are entitled to : Y but also require of its underwriters
certain statutory benefits such as em- their cooperetion in maintaining Organi-
ployee compensation in case of accldent zation security. The insurance
or death in line of duty, sick and annual company which underwrites many GEHA- 25X1A
leave with pay, reimbursement for certaln sponsored policles has proved over a
medical expenses incurred in foreign period of years that it can meet these
areas, participation in the retirement ____reanirements,

progrem, etc. However, statutory benefits-
arenot intended to meet all contingencies
vhich may arise, and there are many
personal situations to which they have no
epplicability. Therefore, most people
actively desire edditional financial pro-
tection against hazards of illness, acci-
dent, and death. It was in order to meke
such protection available to the employees
of this Organization as a group, and there-
fore at lower cost then is possible in
commercial individual policies, that the
Organizstion sponsored the incorporation

of GEHA, Inc.

The particular business and object of

’ GEHA, Inc. is to establish and maintain CEHA 1s aware of the rising costs of
; an employee benefit assoclation to provide medical and surglcal care. Costs of
| group or other insurance benefilt programs insurence programs are based upon actu-
to members and their dependents in such arial figures which can be properly
manner as to comply with the operational developed only over a period of time.
and security requirements of the Organiza- GEHA's current contract with its prinmei-
tion; to negotiate, with various underwriters, . recent date.

contracts which will fulfill the insurance
requirements peculiar to the membership
of the association. Over the years, GEHA,
Inc. has grown and the various kinds of
insurance offered by it to Organization

employees have been expanded so that todey éf—Comparison of costs with benefits
Orgenization employees can obtaln casuslty is and has been under continuing study
insurance of many kinds at premium rates on an actuarial basis by GEHA with the
which are considerably lower than rates underwriter. Until very recently the
prevailing for similar coverage onaindi- e underwriter lost a substantial amount of
viduel basis. In the course of developing money on its contract with GEHA. The

e satisfactory program, the officials of year 1956 showed the beginning of a

GEHA, Inc. have talked to and worked with reversal of the loss situation and when
gseveral insursnce underwriters and have this beceme apparent, GEHA and the under-
been advised by a firm of independent 25X1A writer moved together to reduce costs to
consulting actusries. The security policyholders and increase benefits. In
provlems faced by the Or%anization_and August of 1956 a reduction of %’ ercent in :
reflected frequently in the otherwise the monthly premiums for hospitalization
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JUNIOR OFFICER TRAINING PROGRAM

The Junior Officer Training Program

"(JOTP) was established for the purpose

of selecting and preparing highly quali-
fied young men and women for a profes-

sional career in the Organization. The
JOT Program is carried out by & process

- of analyzing each candidate's capabili-

ties and potential and developing an
individually tailored program of formal
courses of instruction and on-the=job
training for him., This is not a routine
training activity; on the contrary, it
is a means whereby unusually talented
individvals are sfforded an opportunity
to acquire additional. knowledge and
skills which are appropriste to their
capabilities for development. The
rogran affords the Organlzation an op-

portunity to place and observe each GU&}“?

in training and on-the-job situations
in which individusl performsnces are
evaluated to provide the basis for per=~
manent placement. Placement of the JOT
is consistent with the needs of the Or-
ganization, his interests, his demons=
trated capabilities to perform,and an
estimate of his growth potential. The
standards for admission to the JOT
Program, as well as the requirements to
remain in it, are high.

Candidates for the JOT Program are
elther recruited directly from outside
sources or selected from among those on-
duty personnel whose backgrounds and

- past performances in the Organization

merit consideration of them as JOT mate-
rigl. The following Information is for
guldance of the latter group.

Nomination of on-duty personnel for
the JOT Program may be effected by any
one of the following listed means:

(1) By application of the indi-
vidual.

Approved For Release 2002/09/03 :

v Off"er Trainee,

LX)

(2) Upon recommendation of super=
visors.

(3) Upon recommendstion of ‘heads of
Career Services.

(%) Upon recommendation of the
Director of Personnel.

(5) Upon recommendation of the
Director of Training.

(6) Upon recommendation of Deputy
Directors.

In any event.all formal spplications of
candidates for the JOT Program, regardless
of origin, should be processed to the
Director of Training through the Head of
the Career Sérvice having jurisdiction
over the candidate. Preliminary consulta-
tion with the Chief, JOT Program, or members
of his $%aff by prospective candidates or
their sponsors, or both, :is desirable and is
encouraged prior to the processing of formal
application.

Minimum qualifications of candidates for
the JOT Program include: (#) a Fachelor's
degree from a reputable college or university,
or the equivalent thereof, (D) willingness
and physical and emotional fitness as deter-
mined by the Medical Staff to serve the 0P5X1A

. ganization in any appropriate capacity in

headquarters or at |
stations, (3) a commendable record of
achievement in past duty assignments within
the Organization, as revealed by fitness
reports and other evidence, and (§) member-
ship in the Career Staff, or in lieu thereof,
certification of intent in writing to apply
for membership when eligible.

All candidates will be required to undergo
psychological testing and assessment of their
fitness to enter the Program and, before final .
selection, to appear before the JOT Program™
Advisory Panel. -
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The formal application should contein a
statement of the individual's objectives
to be gained through the training period
which normally lasts from eighteen to
twenty-four months but may be extended at
the conclugion thereof if the performance
of the trainee and other conditions war=-
rant, The training progrem itself will be
worked out after final selection is made.

Several considerations should be noted!
() Inasmuch as this training is the equi}
XYalent of a scholarship of many thousands
of dollars, and represents a very cons
Jfereble investment in the individuel by
the Organlzation, only those of real promise
can be considered. It is not the func-
tion of the I‘rogram (uo give an individual
specific training)for a glven assignment if
that training is the responsibility of his
own Ifivision or Career Service, (8) Can-
didates may be screened out at any polnt in
the selection process. Every effort will be
made to process the applicant promptly. Ap-
plicants may apply at any time and will be
considered immediately. (#) At the time the
application is submitted, a firm date of
availability for 'bransfer to the }"rogram
should be determined. () At present a can-
didate, to be eligible, must have been in
the Organization for at lea,s’c two years.

651t should be noted that those In the higher
levels are somevwhat more difficult to place
at the conclusion of their training and
particularly so if they gain promotion while
in the Program, Individuals at Headguarters
interested in the Program:are encouraged to
discuss their possibilities with JOT Program
officials. Employees overseas interested in
being considered for the ,'Y/rogra.m should ap-
ply to the Heads of their Career Service,
through Chiefs of Station, with the under-
standing that final decisions on admission
to the /'F‘rogram will be made after the ap~
plicants have returned to){eadqua.rters.
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PAYMENT OF GEHA PREMIUMS

Any CEHA mewber may pay his premiums
by check. Members assigned to head-
25X1 querters or| | and
paid from vouchered funds should make
their checks payable to GEHA, Inc. All
other members should make their ‘checks
25X1 payable to| | Members
25X1 assigned tol |field
‘ should make payments at least three
months in advance to avoid possible

lapse in their policies Jwesks-delays- y : # /ngﬂz .

Members who are paid from m&l

funds mey have their premium payments
withheld from salary payments made by
hesdquerters. Since there are 13 pay
periods in a year, this system results

in asccrual of two advance payments within

a normal tour of duty abrosd which may

be liquidated upon their return to headquer-
ters by deferring further direct payments
until the period covered by the accumulated
advence payments has expired.

Members on the payroll withholding
gystem must be sure that they are recelving
gufficient salary payments from headquarters
to cover their premiums. It is most import-
ant to note here that if s member is receiving
income from a cover source in an amount
equal or close to our Orgsnization's salary
so that heasdquerters has no salary differ-
ential from which to deduct premium payments,
the member assumes the responsibility for
immediately effecting payment by personsl
check. ' '
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EMERGENCY TRAVEL INSURANCE

The “Emergency Travel Flany" & new type
of insurance coverage, is being offered by
GEHA to persons in;Héadquarters and will
gsoon be made available to/f&eld personnel.

The Emergency Travel Plan is intended
to minimize the financial burden on its
purchasers in the event of the death or
very serious illness of & nemed person
vwho may be a relative or other person.

The purchase of this insurance will result
in the company paying transportation costs
up to an amount equal to first class fare
on a commercial airline for the purchaser
or his designee from the place the pur-
chaser is on official duty to the location
where attendance is required and return.
These costs are subject to a meximum of
1500 dollars.

The amount of premium to be paid is
based on the age of the named relative
or person. No person may be designated
as & named person whose age is TO or over
at the time of the original application.
However, if the named person 1s under age
70 when the originel spplication 1s made
and the purchaser keeps this insurance,
claims will be pald when the named person
is beyond the age of 70, providing that
the other conditions stated in the policy
are met.

Finance officers and gdministrative
officers are being supplied with forms
and information so thet Fleld personnel
may teke advantage of this new GEHA
program. _

SECRET
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LANGUAGE DATA RECORD By fall of this year, the Office
of Personnel will be able to furnish
The last issue of the Support Bulletin officials concerned with up-to-date
announced that a special Supplement to the rosters listing the names of all indi-
Personal History Statement has been devised viduals by language or component who
to facilitate the reporting and recording claim proficiency in any specific language
of additional qualifications or personal- and also the level of proficiency which
status changes of on-duty personnel. One each individual claims he has attained.
of the elements of the Supplement to the As soon a8 the individusl has taken an
Personal History ?tatement is the Ianguage Orgenization langusge test, the Register
Deta Record, Form hhcd This record is the will be changed to show that his level of
individual's self-evaluation of his pI‘Oflﬁ- proficiency is besed on objective testing

tiency in a language and serves two purposes. rather than on self-evaluation alone.
It is the individual's epplication for a

monetary award and it also documents. his The preparation of an up-to-date
record as to his present language quallfica- Language Qualifications Register and the
tions. The latter is very significent to development of & system which will keep
the Organizetion as well as to the individual. the)ﬂegister current are significant

Our present Language Register includes the accomplishments. Administrative gfficers
names of meny people who may have studied or | have been requested to urge all employees

the past but currently have no proficiency qualifications in order that ourlgégister
in these langusges; in other cases our will be complete and accurate.
eglster does not reflect the names of \
many individusls who have acquired or in-
cressed their proficiency in a language \
since entering on duty. \
\

acquired some proficiency in languages in ‘ to cooperate in reporting their language
z
!
‘

Through various means, it is hoped that
within the next year every individual will 3
complete a Language Data Record regardless \\ 25X 1
of whether he claims or does not claim any _ :
proficiency in a language. Thus, the Orgeni- ﬁ&a‘é%itﬂ4£2;0 avd Form
zation will have an up-to-date record of ﬂé’-44443 /
the language qualifications of its personnel.
The information from each Language Data
Record submitted will be coded and reflected
in our new lLanguage Qualificetions Register
vhich will be kept up to date. The language
Register is a most valuable record which is
utilized in determining assignments for
individuals end in planning future operations
which require personnel with a proficiency
in specific languages.
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‘ CIASSIFICATION CONTROL PROGRAM
25X1A '

Since 15 December 1953 the Organization
has developed an sctive classificatlion con-
trol program. | |
prescribe the policy and responsibilities
for accomplishing an effective classification
control progrem. Did you know that:

There is a Central Regrading Index in
which is recorded all changes of classiflca-
tion for which the Orgesnization has received
notificdﬁion since December 1953; analysts
are encouraged to use this facility when
questions arise concerning clsssification;

As of 31 December 1956, a total of
22,851 classification changes were recorded
in the Regrading Index;

Of the above total, 10,1kl documents
were upgraded or controls added, 5, 922 were

downgrade ,436 we declassifi
MM
Of the 22,851 classific tion c n

3,133 were made by this Orgenizetion and
19,718 were made by other organizations and
departments;

Through the Organization Training Program,
periodiec lectures are given for Headguarters
and‘}ﬁeld personnel. on the classificstion
control program.

EFCRET
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EMPLOYEE BENEFITS

INSURANCE PROGRAM - REIMBURSEMENT FOR
LABORATORY FEES AND DENTAL SURGERY

From time to time Organization employees
who have hospitalization and surgical bene-
fit insurance coverage under GEHA, Inc.
incur nonreimbursable expenses for labo-
ratory tests, X-rays, and some kinds of
dental surgery. Most group hospitaliza-
tion and surgical benefit plans provide
reimbursement for such expenses only il
the service takes place in an "authorized
hospital or clinic attached to an authgf
Laboratory tests and
X-rays which occur during the course of
hospitalization seldom present a relm=
bursement problem because they are done
in the hospital or hospital clinic. The

“problem of reimbursement for laboratory

tests, X~rays, and some kinds of dental

. surgery occurs when the services are per-

formed in a doctor's office or clinic. In
order to be reimbursed for these expenses

it is necessary that the service be per-
formed in a hospitel or & hospital-connected
elinic. Usually this can be done on an out-
patient basils,

In the general area of headquarters the
problem is not great because the Insurance
Branch can, upon request, give you the name
of approved. hospitals or clinies in your
area. Furthermore, a list of headquarters
ares euthorized hospitals and clinics has
been provided to Organizetion administra-
tive officers. -

Headgquarters flow hes a pamphlet listing
more than 6,000 registered hospitals in ewr
L country. Any of these hospitals and
any clinics attached to them can be used by
GEHA menbers for out-patient services which,
within the terms of the master contract, are
reimbursable. Headquarters will also be

glad to verify for amy[::::;;:]field sta=-
tion whether or not a given hospital or

25X1

¢linlc is acceptable to the insurance
underwriters.

In the absence of the nemes of
specifically approved hospitals or
clinics in eilther the headquarters or

field areas, the following
definitions may be used to determine
the acceptability to the insurance
underwriters of local facilities:

25X1

"The termy "hospital’, means a
place, other than a convalescent,
nursing or rest home, having ac-
commodations for resident bed
vatients, a laboratory, a reglstered
nurse always on duty and an operating
room where surglcal operations are
performed by a legally qualified
physician or physiclans."

A clinic attached to any hospital as
defined above is also acceptable for
out-patient laboratory and X=ray services,

Hospitalization and clinical facilities
in foreign field areas vary greatly from
one ares to another, and 1t would be dif-
ficult if not impossible to compile a list
of registered hospitals and clinics. Since
many foreign hospitals are called clinies,
the fine distinction between the two is
not given great weight in settling claims,

Dental surgery is not usually reim=-
bursable., Nevertheless, GEHA, Inc. has
been eble to work out an agreement with
the insurance underwriters to provide for
certain kinds of dental surgery performed
in hospitals. Extraction of impacted
wisdom teeth (twelve dollars and fifty
cents) or dental surgery resulting from
an accident, for example, can be reim-
bursed provided the surgery takes place
in a reglstered hospital. However, each
case Involving dental surgery is submitted
to the underwriter who determines what
amount, if any, is reimbursable,
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 ADMINISTRATIVE CONFERENCE

Senior Administrative Officers from mejor
operations and support components recently
attended a three-dey conference. The busi-
ness of the fonference was accomplished in
eight sessions, half being devoted to various
aspects of Flanning and the remainder to key
elements of ersonnel.)&nuagement. Sesslons
were conducted as seminers with the ief of
the Pffice cognizant of the particular
subject serving as chalrmen.

Theuﬁénference served to identify a number
of unresolved problems while at the same time
increasing areas of common understanding end
uniform approach. Personnel who participated
in it were unanimous in declaring the Zonference
of real value and in recommending thet similar
conferences be held in the future.

SECRET
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DO YOU KNOW
Hosg{iali ation Lxsuranqé: Orggni-

g. Dependents' medical benefits: Since
the dependents' medical beneflt program was
adopted last fall, 55 claims totalling
approximately 12,000 dollars have been paid
by the Organization.

ézé Employees' medical benefits: Since

- lest July, 120 employee claims for reimburse-
meut of medical expenses totalling 17,500
dollars have been paid by the Organization.

" During fiscal year 1956, there were 32 such
cleims paid totalling 10,600 dollars.

:g. Age and grade: The average age of
our employees 18 33.9 years. The average
age of those in grade GS-3 is 21.5 years.
Those in grade GS-5 average 28.7 years.
Employees in grade GS-1l average 35.l1 years
and those in grade GS-15 average U5.4 years.

{éﬂ Retirements: Since liberalized
retiftement benefits went into effect last
October, 24 Organization employees have
retired. Of this group, four were mandatory
age retlrements, nine were for disability,
and 11 were voluntary retirements under
other provisions of the program. (NOTE:
There are 246,362 retired government
employees. During FY 1956 12,373 retirees
died and 33,090 new retirees were added to
the rolls.)
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CAREER PLANNING FOR INDIVIIUALS

25X1A

An Organizatiordfwide program of career
ndividuals is established
We have adopted

This program 1n order to pring ebout more
uniformity in career menagement while
recognizing the inherent differences in

the organization and functions of the
various components of the Organizetion.

The Cereer Preference Outline--the standard
basic planhing document--1s prepared by

the individual with the assistance of eppro-
priate officials. This document when com-
pleted is filed in the individual's Official
Personnel Folder and serves as & guide for
future personnel actions affecting him.

Heads of Career Services are responsible
for the initiation of the preparation of

tlines fér members of their Zervices and
for providing counsel and guidance for
these individusls. ' In general, planhing/
outlines for individuals in grades Gs-11
and (8-12 are being prepared first; how-
ever, one of these may be prepared for
any individusl if approved by the Head of
his Career Service.

The individual hes the opportunity
periodically of stating in the Career
Preference Outline his preference for the
type and place of duty he desires and of
indicating his interest in the training
he needs or would like to have. Such
training mey be for the purpose of improving
the level of his performance in his present
position or preparing him to qualify for an
assignment of greater responsibllity. In
planning e career en individual should try
to evaluate himself realistically and then
formulete his long-range plans within this
freme of reference. Supervisors and Cereer
Service officials counsel and advise the
individual of opportunities in the Organi-
zstion and coordinate the needs and poten-
tial of the individual with the present

SECRET

and future requirements of the Organi-
zation. It is worth remembering that

:gperating;gfficials will be skeptical
“of offering opportunities to individuals

who have not demonstrated their effective-
ness or who sre merely average in the
performance of their duties.

The individual career planning function
is not c¢onfined to preparing Career
Preference Outlines nor is it limited
to those individuals who prepare such
documents. Supervisors and Career Service
officials are responsible for continuously
planning with ardfor all individuals
under their jurisdiction and for stimu-
lating these persouns to grow with the
Orgenization.

The Cereer Preference Outline will not
be prepared by individuals overseas except
in a few instances. In the development of
long-range career plans, 1t is necessary,
at least advisable, for the person to be
in Headquarters where he may teke part
in “the discussions regarding future plans
for him. When personnel return PCS or TDY,
their long-range career interests will be
discussed with them by eppropriate Career
Boards and Panels, and Putlines may then
be prepered. The Field Reassignment
Questionnaire, which individuals overseas
now fill out prior to the end of their
tour of duty, provides them with the
opportunity for expressing their preference
for training and for their next assignment.
Their desires are weighed agalnst opera-
tional necessity and considered in deter-
mining their next assignment, concerning
which they will be advised whenever possible
before they depart from their overseas
station.

25X1
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PAY RAISES

During the past several months newspapers
have consistently carried articles which in-
dicated that there was little or no hope for
pay ralses being granted to government em-
ployees this year. The press reports were
bolstered with statements issued by Adminis-
tration officials to the effect that approval
of the pay raise would have "inflationary
aspects on the national economy." It was
also pointed out that'a general adjustment
of the pay scales set by law would only
intensify the disparities and relationship
problems that already exist among the multi-
ple pay systems covering federal employees,
and that until a comprehensive analysis is
made of the entire federal pay structure,
pay increases would only serve tosmggravate

Cfurtherithe almost unmanageable current situaw

tion.® To correct this situation the Civil
Service Commission has proposed e comprehen-
sive analysls and overhaul of the entire
federal pay structure.

Despite these reports, recent articles in
the press indicate there appears to be some
support among members of Congress for a selery
increase of seven to ten percent, and that
hearings on proposed legislation may be held
in the near future. In bhe February issue{of
the Support Bulletin under "Employee)legislation”
mention was made of the speclal salary study
being made by one major department on civilian
scientific, engineering, and professional jobs.
This study wes conducted by an outside group
and has now been released end is being reviewed
by‘ﬂbngressional committees, The study con-
cluded, among other things, that the overnment
hes begun to lag behind industry in fringe
benefits for its civilian employees and recom-
mended an immediste pay raise of about twelve
percent be given employees in grades GS-7 and
above, while a thorough study is made of the
many different_;pderal salary systems.

SECRET
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CIVIL SERVICE RETIREMENT

! (This is the fourth of a series of articles on the liberalized
i Civil Service Retirement (CSR) Act.)

DISABILITY BENEFITS RISE
SUBSTANTIALLY

Disability may not be of short dura-
tion or as e result of vicious habits,
intemperance, or willful misconduct on
the employee's part within the five-year
period before he is disabled.

Employees who retire because of dis-

; ability heve their benefits boosted sub-
' stantially by the new law. )
_~""A disebled employee must make a claim

waippciieiiitsn cither before he is
separated from the service or within the
following year. This requirement can be
weived for the mentally incompetent. If
the employee is later rehired, he does
not have to repay any benefits to quelify
for a future annuity.

A disebled employee with at least filve
years of service could be retired at any
age on the lesser of either 4O per tent
of his average salary, or the annuity he
would have been paid had he worked until
age 60. He would, of course, be pald a
larger annuity if his service and salary
entitled him to it.

The employing agency cen file a claim
for the retirement of a dissbled employee
who refuses to file his own application.

His disebility retirement would be
permanent if he were 60 or more. If he
were under that age, he would have to

take gnnusl CSC physical examinations. REDEPOSIT NECESSARY FOR ANNUITY CREDIT

1f he recovered before reaching age 60,
or if, even though still disabled, his in-
come from wages or self-employmént in each

If after earlier service you withdrew
your money from the CSR fund, but have
since been refemployed, you must redeposit

of two consecutive years toteled at least
80 per tent of the current salary of the
job from which he was retired, his annuity
would be cut off one year after a findlng
of recovery or the restoration of his
earning capacity. The annuity would stop
within the year if he were ré?bmployed by
the Government.

in the fund the full amount of the with-
drawal plus interest at U per eent to
1947 and 3 per tent thereafter, to get
full credit for the =earlier service.

You may, however, elect to waive credit
for such service and not make the redeposit.
This would be to your advantage if your
earned annuity had already reached the 80
per cent limitation.

A recovered employee who was not re-
employed by the Government would be eligible

to retire under the involuntary provisions
3 of the CSR law; that is, on an immediate
but reduced annuity at any age after 25
years, or at age 50 after 20 years. If he
W (were not eligible for immediate annuity,)
;Vhﬁ‘payments would be resumed at age 62.

Even if you don't make the redeposit,
your total years of service would be counted
toward determining your retirement eligibility
Exemple: If you had 15 years of service, for
10 of which you received a refund and for
which you have not made a redeposit, you
would have to retire at age TO.

A separated employee can meake the deposit
to the CSR fund, provided he is entitled to
or injury, to handle his job adequately. an amnuity, at any time before his annuity

It need not be shown that he is disabled claim is adjudicated. His survivors, however,
for all kinds keied For Release 2002/09/03 : CtARDP 785847 2418006 796640005-6 !
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Total disability, by the way, means that
the employee is uneble, because of dlsease
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VOLUNTARY PAYMENTS WILL BOOST ANNUITY

You may: make voluntery contributions
to the CSR fund to increase your annuity.
The deposits must be made in multiples of

5\and cennot total more than 10 per tent

\?buzmtotal basic salary since August i,
1920. T

Your CSR account must be paid in full,
including redeposits for esrlier service,
to get credit for the voluntary contribu-
tions, which draw 3 per tent interest,
compounded annually. The employee on
military furlough may meke voluntary
contributions based on the civilien salary
he received before entering military
service.

The amount your annuity would be in-
creased by voluntary deposits depends
on your age. If you are 55 or younger,
your annuity would be boosted by seven
dollars a year for every one hundred in
your account; at age 60, you would get
eight dollars more a year, and at age 7O,
ten dollars.

You mey use your voluntary deposits to
purchase a single annulty, or a survivor
annuity. If you die in active service,
all of your contributions, plus interest,
will be returned to your beneficiaries in
e lump sum.

You have to decide whether it is to
your interest to make such deposits. As
a general rule, the amount you deposit
voluntarily is returned to you within
10 or 15 yesrs but thereafter you continue
to recelve the larger annuity. However,
if you die during the 1l0-to-l5-year period,
the unused deposits will be returned to
your estate.

SECRET

[ ]
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Governsmnt employses are entit to
certain statutory benefits such as em-
ployee coapensation in usse of seeident
or death in line of duty, siek and snnual
leave with pay, relsbursemsnt for ceritain
medical expenses imcurred in foreign
aress, participation in the retirsment
progran, ete. However, statutory bemefits
sranot intended to meet sll contingencies
which sey arise, aod there are many
perscusl situstions to whigh they have no
applicability. Therefore, most pecple
sotively desive additiomml financial pro-
tection sgainat hagurds of illnees, scol-
dent, and death. It was in order to mske

such protection svailable to the employees

of this Organization as a group, and there-
fore st lowsr cost than is poasible in
commercial {ndividual policies, that the
Organizsiion sponsored the imsorporation
of GEEA, Ine.

The particular busiress and object of
GEEA, Inc. is to establish and maintain
a5 aployes benarit sssociation to provide
group or other insurance umrn mgm
te mabers and their
sesner a8 to comply with the wﬁml
and ssourity reguirements of the Organisa-

sien; to negotiste with varivas underwriters,
" contracts whieh will fulfill the insurance

reguirements peculiar to the mesbership
ef the aasoeistion. Over the yoars, (GEHA,
Ine. has grown and the warious kinds of
ingurance offered by it to Organisation
ewployses have been expanded so that today
Grganization employees can obtaln casualty
ingurence of many kiads st premium rates
which are consideradbly lover then rates

Proveiling for similar coverage cmaindi- O

vidusl basis. In sthe course ef developing
o sstisfeatory progras ite officials of
m,m.mmtemmum
several insurance usderwriters snd have
been advised by & firm of izdependent
m&t&mmwiu* The sscurity

faced by the Organisatioz and
reflected frogquently in the

othervise
pproved For Release 2002/094ggw@¥A-RDP78-04724000010040005:6}

porsozel tracsactions of

made it imperative that m.

not ouly provide the very bu“ﬁ soversge
possible for the lemat smount’\of Woney
but alse requirs of iumnfw .
their scoperation in wsiotaining W‘-“
sation sseurity. The insurance T
conpany vhieh underwrites many m»\ “
sponsored policies bas proved over &
mi&ﬂmamt it onn meei mn

, prograns
arisl figures which can be properly

n waef the ritingmm of
wedical and surgical esre. Costs of
insupence are based upon actu-

developed enly over a perfod of time.
GEHA's surrent sontract with its prinei-
underwriter is of falrly recent data.

v ZoA~1A
son of ¢osts with benafits

is snd hes been under sontinuing study
on an aotuarial besis by CENA with the
wndarwriter. Until very recently the
undervriter lost & substantial smount of
mmesy on it contract with OENA. The
year 1956 shoved the Yeginning of s
revarsal of the loas situstion and when
this became spperani, GEEA and the under-
writer moved together to reduce costs to
policybolders and increass benefits. In
Augast of 1956 a redustion of 9 percent in
the monthly premiues for hospitalisation

file. [t separated from fthe file it must b
subjocted to individual systematic review.
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TEE JURIGR OFY

The Jmior Officer Training Program
(FNP) vas cstablished for the purpose
of salecting snd prepexing Righly $mli-
Mmmmﬁwmtwlm

of anslysing esch csndidste’s oapabili-
tmmWMMMWn

individually tailored
courses of fastruction

A onwthoe-job

training for him. This is not a routine

training setivity; on the contrmy, it
uammmm

individuels are afforded an opportunity
T onndddetes for the JOY

%mmmmm |

_Progras effords the Organization ss op-
Wﬁ%mﬁm%/

in tyaining and on-the-Jcb situati
in which Individual perforsance sre
mhmmmufwwr-
mapenpt placessnt. Ilacement of the JOT
ammuzhmmetmw
W‘b R m
m&mmm The
standards for admissicn to the JOI
Feogzeasy 65 woll as the reguirements to
romain in 1t, sre high.

Condidates for the JOUF Progres are
sithar recruited direetly from outside
sourcsas or solscted Trom smong

WMW&
M in the Organization
mzmmwm«mm—
rinl. The following information is for
auidance of the latter grovwp.

Bemtostion of opn-duty perscunel fog
the JOF Progresr-mmy be effected by axy
one of the Tolloving listed mesng:

(3) By application of the fadi-
viduml.

Approved For Release 2002/C§M=RD218-04724A000100040005-6

of tmli .

" ewer the candidate

| 25X1
(2} Ypon recomwendation of super-

-

w mn.

{k) Upon reccemendation of m
Drector of Perscanel.

(5} Upon recomseniation of the
Director of Training.

{6) Upon recamwniation of Deputy
Directors.

ation of bheads of

mwmmrmwxmw

of origin, Mﬁhmta

Director of Training through the Head of
mmmmm&mh
tion with the Chief, JOT Progoaw, o sezbers
of his by prospective candtldates or
their sponsors, or both, 15 desiradle and is
shcoursged prior to the processing of formml
application.

Hintmm qualifications of candidates I
the JOT Pregres inclule:

{ ) am*t
degres from & ar university,
o the equivalant therect, willingness

and physical and emotional fitness as deter-
MW%&M@IM%@&M%%MA
stations, (é) & Comniable record o
athisvement in past duty usﬁmta within
the muan, &8s revesled by fitoess

and other evidence, and %) nentber~
ship im the Cavesr Staflf, or in a thereot,
eartification of imtent in writing to apply
ferr manlbarship when eligible.

M%MW&W@
Titness to enter ond, ore final
selsction, to sppear before the JOT Progvem
Advisory Panel.,

25X1
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The formsl spplication should ebtnteln a
statement of the individual's objectives
4o be gained through the training pericd
vhich acgmally lasts from eighteen to
twenty-four months but may be extended at
the conclusion thereof if the performance
of the trainee and other conditions wars
rant. The training program itself will be
worked out after final selection iz made.

, Several considerations shonld be noted!
(%) Inasmmch s this training is the aquit
Malent of e scholarship of many thousands

f dollars, snd represente a very ems:;{ﬁ

reble investment in the Iindividual by
the Organization, only those of real pramise
oan be considered, - XPj It is not the func-
tion of the Frogram to give sn individual
specific training for a given assigrnment if
that training ies the responsibility of his
o Tivision or Career Service., {¢] Can-
didntes may be screensd out st any point in
the selection process, EBvery effort will be
made to process the applicant promptly. Ap-
vlicents may apply at any time and will be
censidersd immedisntely. ' (&) At the time the
application {5 submitted, a firm date of

availsbility for trensfer to the Frogram

should be datermined, (e} At present & can
didate, to be eligible, must have been in
the Organization for at lesst two years.
Employees in grades T « 12 are eligible but
1% should be noted that those in the higher
lavels ave somewhat more ddfficult to place
at the conclusion of thelr training and
particularly so if they gain pramotion while
in the Frogram. Individuala at Heedguarters

interested in the ¥Frogram are encouraged to
dimscuss their possibilitvies with ;?mur

officinle. BEmployees overgeas interested in
being conaldered for the Frogram should ap-
ply to the Heads of their Career Service,
through Chiefs of Station, with the wnder-
standing thet finsl decisions on admission
to the Program will be made after the ap~
plicants have returned to Headquarters.

Approved For Release 2002/09l03 : CIA-RDP7§
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LARGUAGE DATA RECORD

™e last issue of the Support Bulletin
announced that & special Supplement to the
Fersoval History Statement has been devised
‘to facilitate the reporting and recording
of sdditional quelifiestions or personal-
status changes of on-duty personnel. One
of the elements of the Supplement to the
Personal History Statement is the Iangusge
| Date Record, Form bMic, This vecord is the
rindivi . u . tion of hls profig-
iengy in a lmnguags and serves Lwo purposes.
It is the Individual's application for a
wonetary award and it also documenta hiis
recexd as t0 his present language qualifice-
tions. The latter is very significent to
the Organization as wel) as to the fodividual.
Our present Ianguage Register includes the
namas of wany ; who may have studied or
sequired some ymtuiam in lsaguages in
the past but gurrently have no profieteney
in these languapges; in other eases our
Register does not refleet the naues of
many individuals who Rave sequired or ic-
eressed their proficiency in & language
since entering on duty.

Through verious means, it is hoped that
within the next year every individual will
eomplete a Iangumge Data Record regardlesa
of whether he claiss or does not claiw any
proficiensy in a lengusge. Thus, the Organi-
setion will have an up-to-date record of
the langusgze qualifications of its persosnel.
The information from essh Ianguages Dets
Reaord submitted will be coded and reflected
in our sew langusge Qualifiemtions Register
which will be kept up to date. Ths Iangusge
Bagister is & woat wluable record which is
utilized in determining sseigrments for
individuals and in planning future operations
whieh require personnel with a proficiency
in specitic langusges.

[
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By fall of this year, the Offlce
of Parsconel will be shle to furnish
officials esoncerned with up-to-dnte
rosters listing the names of all indi-
viduals by language or cosponent who
claim proficiency in any specific language
and slso the lsval of profieiency whieh
sugh lodividual c¢laims be has atiained.
As 8000 88 the individiml bhes iaken an
Crganization langusge test, the Nagister
will be changed to sbow that his level of
proficiency iz based on objective testing
rather than on self-evaluvation slode.

The preparsiion of an wp-to-date
u.ugmga Gamlifications Register and the
1 of & systeam vhich will keep
gister owrrent are significant

mmnmm. Administrative afﬁeam
have been requested to urge all employees
to accperate in reporiing thelr langusge
qualifieations in order that our Fegister
will he complete and seourate.

25X1
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INSTRUCTION SHEET

LANGUAGE DATA SHEET

FORM NO. Ulhc-1

LANGUAGE DATA RECORD
/Each individual will prepare at least ONE Language Data Record/

2EX1A GENERAL
1. | |sets forth the objectives and purposes of the Language

Development Program. | |and other issuances in this

25X1A series provide further details governing participation in the Program.
This Language Data Record is the instrument by which the Organization
maintains its register of language gqualifications and affords persons who
now possess proficiency in a foreign language the opportunity to partici-
pate in the program. '

INSTRUCTIONS

1. All persons who possess proficiency in any foreign language will complete
ONE form for EACH language.

2, All persons who do NOT have proficiency in any foreign language will so
indicate by checking item 5 of Part I and completing the certification in
Part IV.

3. Your certification on this form constitutes your application for a
"Maintenance Award." You will be eligible for an award 12 months from the
date you complete the form provided that you meet the requirements which

are set forth in| | and other issuances in the same series.

STATINTL
PART I GENERAL

Items 1 through 5 Self Explanatory.

PART IT LANGUAGE ELEMENTS

Circle ONE and ONLY ONE number opposite the statement in EACH section of
Part II which in your opinion most nearly applies to your command of that
language element.

PART IIT EXPERIENCE AS TRANSILATOR OR INTERPRETER

Circle ONE and ONLY ONE number opposite the statement which describes your
experience as a translator or interpreter.

PART IV CERTIFICATION
Sign and date the certification.

DETACH INSTRUCTION SHEET AND FORWARD COMPLETED FORM(S) TO YOUR ADMINIS-
TRATIVE OFFICER.
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mooths 1o ¢ mm ‘&!:h
Ispee in their M&iﬂ Mk&h&i , ILLEGIB
v tyemmtt. 0 .

Meakars on the payrell withnolding
systen sust be sure that they are ressiving
safficiont salary paysents fron hesdgquarters
o cover their premiuma. I is most import-
ant to note here that if s wesber is receiving
inecae from o gover soures in sn ssmount ,
Mﬂ%hﬂ%ﬁuﬂm’am
2% el hesdgmriors s 0o ealary differ
sntial from whiteh to dsduet prewmium m‘-&s,
the weober sssumes the responsibvility for
, Wmmwml

— —
i,
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SMRRQENCY TRAVEL TREURANCE

ﬂn‘ﬁhuwﬂﬁwﬁhmwlfwmy a new type
of {ngurance 2 1s being offered by
ﬁﬂﬂ.ﬁaamnwmoia varters and will
soon be mads available to fleld perscacel.

The Basrgancy Travel Flan ia intecded
1o minimise the finsneisl burden on its
purchasers iz the event of the desth or
vary ssrious {llnoes of & remed parson
who sy ¢ s relative or other perscn.
!h&jﬁﬁﬂuﬁlofiﬁacinmntmurvun.nnmlt
in the cosgmny paying trezsportstion costs
apEunaunﬁm;amaitathmiaﬁhaﬂum
on & sommareial mirlise for the purchaser

1aneﬂuraﬂﬁﬂﬁmmiwmudint&sgﬂﬂw'
are met.

Yinsnce officers and trative
afficers sre being supplied with forme
i intormtion so that Field personnel
Iﬁrﬁ&#aﬁmmmgaﬁfﬁ&auusmmi
Progran.

25X1
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mmmmmnm  and future reguirements of the Organi-
sation. It is worth remesbering that
An miutiu{ progran of sareer gperating officiala will be skeptical

- planniog for indiv 1s established ‘ot offering opportunities to individusls

25X1 by mmmz We have sdopted’ who have Dot demongtrated their effeetive~
- ring sbout more ness or who are merely average in the
m r in garser manegenent while performance of their dutiee.
the inhersnt differences in

w Wum and functions of the The individusl esreer plamning function

_various sowpouents of the Orgsaization. is pot ¢onfioed to preparing Career

he Carear ?ufmnee futline--the standard Praference Outlines por is it limited

basic dozument--1s prepared by to those individunls who prepare such

the iadivi with the sssistance of sppro- documents. Supervisors snd Career Serviee
‘priate a:ﬂgim This document vhen ocom- officials are responsible for contiruously
pleted is filed in the iodividual's Ufficisl planning with axdfor all individuals
Personnel Polder and serves as a gulds for usder their jurisdtietion and for stisu-

future persomnsl scticas affecting him, lating these perscas to grov with the
Crpanizaticn.
Neads of Carser Services are responsible
for the initiation of the prepsrstion of The Carser Freference Outline will not
mum for meubers of their | ces and be preparsd by individuals overseas except
“for providing counsel and gul for in a few instences. In the development of
those individuals. In genersl, phnnins long-range sareer plans, 1t is neceasary,
gutlines for insdividuals in grades CS-11 st least advisable, for the person to be
snd C8-12 are being first; how- in Rpedguarters where he may take part
omr, one of these wmey wn&tor mmammim;mmmtmm |
wmmm:rwwmm«r for kim. Waen personnel return MO8 or TIY,
) unmhrrdna thelr long-range career interestis will be
' unm&dththuby iate Career
mmuammmmtmw Boerds and Pansls, azd sy then
of stating in the Cwreer be prepared. erMMMﬁ
m Outline his yrefarence for the Questionnaire, which individusls overseas
type and place of duty he desires and of vow £111 cut pricr to the end of their
indionting his interest in the training tour of duty, provides thems with the
he seeds or would like to have. Such opportunity for expressing their preferscoe

training way be for the purpose of improving for training and for their next assigzment.
mmxufhiupﬂmainmmnnt Their desires are woighed agninst opera-
position or preparing him to qualify for an  tioom) necessity and considered in deter-
assigoment of greater responaidility. Im mining their next sesigoment, concerning
plarping & career am individual should try vhich they will be advised vhenever possible
o evaluate himself realistisally and then Mmmymmmirmrm
formlste kis long-rsnge plavs within this station.

frome of referenve. 2upervisors and Caresr

Berviee officisls counsel and sdvise the

individual of ecpportunities ia the Organi-

sation sal goordinate the needs and poten-

tial of the iadividusl with the present

SCRnT
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CIVIL SERVICE NETTARMERT

{!&iﬁ ﬁ.t tha fourth of & series of articles on the liberalised
@ivil Servies Retirement (OSR) Aet.)

BESARILITY BEWRFITS RISE

Sxplayses who retire becsuse of dis-
sbility have thelr benefits boosted sub-
stantially by the nevw law.

A disabled employes with ai least five
yoars of service could be retired at any
age on the lssser of sither %0 pereent
of his average salary, or the amnuity he
would heve besn paid hed he worked until
w&& nm;ﬁfm“;um‘
Jarger samuity if his service and salary
entitled him to it.

His disability retiremsnt would be

pant if be were 60 or wove. If he
were ubier that sge, he would bmve to
take anual CSC physical examirations.

If he recoversd before resching age 60,
e if, even though still disedlsd, his in-
oeae MW &r self-employment in each

consecutive years totaled at lesst

of tw
80 por dent of the current salery of the

Job from which he was retired, his ammuity
would be cut off one year after a finding
of resovery or the restoration of his
sarning espacity. The sanuity would stop
within the year ifh&mr%hydby
the Government.

A regovered empioyee Who was not re-

by the Sovernmeni would be eligibls

te retire under the involuntary provisions
immedinte

- of tos SHR lavw; that is, on ean

Wt reduced anmity at sny age after 25

W&?;‘am%m%y&u. 12 he
sligible for immediate annuity,

thﬁﬁmwm‘.m&

MW@,W%&w,mtht

she enployee is unable, hecause of disease
or iném tn Mh nis Job adequately.
1t aeed mat t('ihpornalease

Disability may not be of shori dura-
tica or ss & result of vieious habite,
Mﬁw willful misconduet on
the exployee's part within the five-year
periocd before he is dimsbled.

smmqwumm.mu
. mmrbcfmun
mﬁdﬂummi«wﬁﬁma
following ysux. This reguiresent can be
wmived for the mentally inscompetent. If
the exployee is later rehired, he doos
not have to repay sny berefits to qualify
for a future sanuity.

e euploying sgency can fils e clals
£or the retirement of = dissbled employee
wo refuses to file his own spplication.

REIRPOSIT MECESSARY FOR ANMUITY CREDIT

If efter eariier servics you withdrew
your mooey from the CSER fund, but have
singe boen eremployed, you must redeposit
in the fund the full amount of the with-
draval plus imterest st & per cent to
1947 sod 3 per esnt theresfter, to get
Iull credit Tor the :jesrlier ssrvige.

You may, bowever, sisst {0 walve sredit
for such service and oot make the redeposit.
This wulld be to your sdwantege if your
sarced snouity Bed already resched the B0
por dant limitation,

Bver if you don't make the rédeposit,

your total years of serviee would de counted
toward delarmining your retirement eligibhility,
Exsmpla: If you bad 15 years of servies, for
10 of whish you received a refund snd for
which you have not made & redaposit, you
would have to retire at sge 70.

Ammmmmmﬁepuit

1o the CSR fund, provided be is entitled to
sh anmuity, at any time bLefore his snsulty

o RIS Rbiros, e,

S
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VOLINTARY PAYMEKRTS WILL BOOST ANNUITY

You miy seke voluntary coutributions T e
Yo the C8R fund to increase your mnuity. s
The deposits must be made in multiples of 7/ "7 &
7& nd esnnot total more then 10 pereent 7 ¢

of your totnm“ saln
1920,

oo Your CSR secount must be paid in full,
including redeposits for earlier service,
$0 get eredit for the voluntary contribu-
ticds, vhich draw 3 per vent intereat,
eompounded annually. The employee oo
ailitary furlough mey mske voluntary
esatributions based on the civilian salary
e recelved Before entering military
service.

“y gince umutl,

The amount your sncuity would be in-
ereased by voluniary deposits depends
on your age. I you sre 55 or younger,
your annuity would de boosted by seven
dollars a year for overy one hundred in
your acoount; at age 60, you would get
sight dollars more a year, and at sage 70,
ten dollars.

You may use your voluntary deposits to
purchase & single annuity, or a survivor
snmaity. If you die in sctive service,
all of your contributions, plus interest,
will be returned to your beneficiaries in

& lump sum.

You have to decide whether it is to
your. interest to make such deposits. As
a genersl rule, the amount you deposit
wvoluntarily is returned to you within
10 or 15 yesars but thersafter you contiaue
to receive the larger annuity. However,
if you Rie during the 1l0-to-13-year period,
the udused deposits will be returned to
your estate.

BECRET
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CLABEIFICATION CONTROL PROGRAM

Bings 15 December 1953 the Crganization
has developed an active classification eon-

presoribe the policy and responsibilities
for ageomplishing an effective classification
gontrol progrem. IM& you know thaty

There ie s Central Regrading Index in
which is recorded al)l changes of classifica-
tion for vhich the Urgsnigation has received
potification since December 1353} analysts
are encoursged to use this facility wvhen
questions arise concerning classification;

As of 31 Decewber 1956, a total of ’
22,851 classification changes were recorded e
in the Regrading Index; e

INRIEY

of the sbove total, 10,1kh doeuments
ware uj d or controls sdded, 5,922 were
downgraded and 6,436 vere declaesified;

&f the 22,851 classification changes,
3,133 were made by this Organisation and
19,718 were made by other organizations snd
dapartments;

Through the Organisation Training Program,
pericdic lectures are given for Meadquarters
and #field personnel on the classifiemtion
aantrol program.
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Senter Adzinistrative Officers from wejor

- sperations and componenis receatly

7 abtecled » three sonference. The bLusi-
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served %o ideniify a number
wwmwimu&ﬁcmmmtm

usiforn syproash. Mmlvhn partieipated
-l ware umanimous in declaring ihe Couference
of real walue and in recommending that similer
souferecces be hwld ix the future.
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/(\ i 4. There appears to be a genuine
! nesd for e briel set of regulations in

In the last imssue of the Support " plen language desigred for the small
Bulletin we reported that s book dispateh Station to eliminate the need to receive,
was resently sent to all #tations and Jases Tead, and understand the extensive de-
reguesting comente on ways to reduce the tailed, technical material existing in
sdministrative burden, and that many of ¥ield Regulations which, to a great extent,
the replies from the ¥leld have offered does not apply to the small Ftation.

some very worthwhile suggestions. .
e, Mary fhtion: feel that there

. As of the end of April re}lieu have is an excessive number of coples of forms,

‘ bmen recelved from aboutl of the ~auon-o# Supply Requisitions amé Shipping
#tations and Fases of which sbout &f were Documents, dispatches snd other. ferme ' -
negative, offering no specific suggestlons. received in three to “ten ecples of which
The suggestions and comments from the re- - the smell Ststion mey only require two.
maining instsllations have been most en- This reguires not only unnecessary handling,
lightening and helpful. It is premature but classified destruction of unneeded ~~7:
at this time, however, to try to forecast coples. '
direct benefits that may result from this
sxercise. One interesting aspect is that f. Beveral installations have re-
the Field replies have confirmed that quested authority to purchase certain
administrative burdens are not a few supplies by mail order direet from .
mountainous tasks but a myriad of small ' comnercial firms in our country as more

things which, in their aggregmte, create expeditious than requisitioning from
s real probleMespecially to suell Stations.  Hesdquarters.
Tais being the case, we fsel reascuably '
certain that ways can be found to ease ihe In subsequent Bulletins we will report
burden of the smell Stmtions. in more detsil on speecific suggestions
made and the action taken on them.
Scme of the broad, general categories of ‘
 suggestions which appeared in mumisrous replies
are listed below: 5

&, The financial accounting and re-
porting requirements placed on mell Htations LA
sonsitute & worklesd when there are no financiel .7 -"'ff*'_‘%“’l
spesinlists attached to the small ftation.

b. The sstablished dispatoh and pouch
procedures have been eriticiged and some in-
teresting suggestions offered for the reduction
of the number of coples, Himber of envelopes,
and sven the elimination of transmittal dis-

patzhes for self-explanstory forms.

g¢. The Monthly (able of Cash on Hand
sppears to be & burden et some losations.
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PAY RAISES

Puring the past seversl months newspapers
have consistently carried articles which in-
dicated that there was little or no hope for
pay raises being granted to government em-
ployees this year. The presS reports were
bolstered with statements issued by Adminis-
trgtion officials to the effect that spproval
of the psy raise would have “inflationary
sspects on the natioral economy." It was
also pointed out that "a general adjustment
of the pay scales set Ly law would only
intensify the disparities and relationship
problems that already exist among the mul-
tiple pay systems covering federsl employees,
and that until e comprehensive analysis is
made of the entire federal pay structure, = .

) neraaaeg would only serve to'agaravate’ R
*‘??""a- the almost unmanagesble current situa-
tion.” ' To correct this situation the Civil
Service fommission has proposed a comprehen-
sive anaslyeis and overhaul of the entire
federal pay structure.

Daspite these reports, recent articles in
the press indicate there (s a Yalr amouni of> 4
support among meabers of Oongress for a
saslary increage. In the February issus of @
ipport Bulletin under "Bmployee Lagislation”
mention was made of the gpecial salary study
boing made by one mejor department on eivilian
sgientific, engineering, and professional Jobs.
Pais study was conducted by an outside group
sod hasi been released snd is being reviewed
by £ egsional eommittees. The study con-
eluded, smong other things, that the govermment
bhas begun to lag behind industry in nge
benefits for its civilian employees and recom-
mended an immediate pay raise of about twelve
persent be given employees in grades G8-T and
above, while a thorough study is made of the
many Qifferent federsl salary systems. ica-

hre ssional support v
# It must
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